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Readers  who  were  surveyed  regarding  their  New  Year's  resolutions 
evidently  agree  with  the  sage  who  said,  "The  biggest  room  in  the 
world  is  the  room  for  improvement."  No  matter  how  well  they 
are  doing,  panel  members  felt  that  there  are  ways  to  do  better. 
The  81  replies  gave  254  resolutions  pertaining  to  work,  or  an 


average  of  three  each.  Concentrating  on  a  few  weak  points  or 


bad  habits  should  make  the  resolutions  easier  to  keep. 

Resolutions  Require  Self-Appraisal 

Some  people  may  think  making  resolutions  is  corny,  but  the  panel 
fell  to  with  enthusiasm.  As  Mrs.  Mary  Ellen  Pfost  said,  "New  Year's 
resolutions  are  good  for  office  workers.  To  make  such  resolutions 
requires  self-appraisal;  it  involves  those  things  we  have  not  done 
but  know  we  should  do."  And  a  woman  who  made  five  resolves 
confided,  "I'm  grateful  to  you  for  making  me  realize  what  a  mess 
I've  been  around  the  office  lately.  Your  question  really  made  me 
think." 

If  you  are  making  resolutions  about  your  job,  you  may  find  one 
or  two  ideas  in  the  comments  of  these  women,  as  well  as  ways 
for  putting  them  into  action. 

The  most  popular’  resolutions  pinpointed  the  main  areas  for  im¬ 
provement:  Smoother  human  relations,  35;  better  overall  perform¬ 
ance,  33;  further  education,  19;  faster  and  better  filing,  17;  more 
knowledge  of  the  company  and  its  products,  15;  greater  assistance 
to  the  boss,  12;  punctuality,  11;  personality  development,  9;  elimi¬ 
nating  chitchat,  gossip,  griping,  7;  improved  appearance,  7;  more 
help  to  others,  7;  overcoming  procrastination,  7;  better  organization 
of  work,  7;  more  stress  on  neatness,  6;  accuracy,  5;  acceptance 
of  conditions  that  cannot  be  changed,  5. 

We  Can  Be  Better  Than  We  Are 

For  improved  overall  performance,  panel  members  had  some  inter¬ 
esting  "plans  of  attack."  A  Chicago  secretary  has  resolved  "to 
make  each  day  a  day  of  growth;  to  increase  my  usefulness  to  my 
company  and  to  learn  a  little  more  every  day."  In  Dallas,  a  secretary 
plans  "to  get  up  30  minutes  early  and  use  this  time  for  meditation, 
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study,  planning,  and  enthusiasm-building.”  A  Cana¬ 
dian  stenographer  has  adopted  this  slogan  for  1961: 
"I  can  be  better  than  I  am.  Psychologists  say  that 
no  one  exerts  himself  to  his  full  capacity — except 
possibly  an  athlete.” 

An  accountant's  formula  for  top  performance  is 
"that  I  be  pleasant,  accurate,  and  guick  in  my  work.” 
The  code  of  a  Chicago  secretary  is  also  simple:  "To 
always  send  out  work  I  would  be  proud  to  say  I  did.” 
On  a  new  job  where  everything  is  different  from  her 
previous  experience,  a  Midwesterner  said,  "My  only 
resolution  is  to  become  the  job's  master  by  organizing 
the  work,  the  files,  and  my  time.”  An  Oklahoma  office 
worker  has  resolved  "to  act  each  day  as  if  it  were  the 
first  day  on  my  job,  and  try  to  really  succeed  at  it.” 

One  big  resolution  was  made  by  a  head  billing 
clerk:  "To  set  up  goals  for  myself  and  my  department, 
and  find  out  what  our  weak  points  are  so  that  they 
can  be  improved.”  In  Denver,  a  confidential  secre¬ 
tary  will  improve  the  guality  of  her  work  by  "utilizing 
my  office  eguipment  more  effectively,  giving  it  lots 
of  tender,  loving  care.” 

A  secretary  who  became  engaged  recently  is  de¬ 
termined  "not  to  let  the  ensuing  excitement  and 
preparations  for  our  wedding  interfere  with  the  gual¬ 
ity  of  my  work  or  the  proper  performance  of  my 
duties.”  Pointing  to  a  danger  that  exists  once  the  goal 
of  excellence  has  been  reached,  a  California  secre¬ 
tary  intends  "to  operate  the  office  more  efficiently — 
without  assuming  the  air  of  efficiency.” 

Taking  Steps  Toward  Harmony 

Panel  members  also  had  concrete  ideas  about  im¬ 
proving  human  relations.  An  office  supervisor  will 
"try  to  find  the  best  in  people  with  regard  to  per¬ 
sonality  traits.”  "Getting  along  with  the  men  in  the 
office  is  simple,”  explained  a  Cleveland  secretary. 
"I  resolve  to  smile  as  freely  to  the  girls  and  to  make 
an  effort  not  to  be  critical  of  them.” 

The  secretary  to  an  industrial-relations  director 
plans  "to  practice  all  the  things  I've  learned  these 
past  few  years,  with  special  emphasis  on  personal 
adjustment  and  human  relations.”  An  Oklahoma 
panelist  will  be  "friendly  and  cooperative  with  co¬ 
workers,  but  I  will  not  concern  myself  with  work 
that  is  their  responsibility,  personality  clashes,  or 
office  gossip.” 

A  Southerner  will  "make  a  greater  effort  to  be 
more  cheerful  on  those  occasional  'blue  days.'  This 
will  help  me  as  much  as,  if  not  more  than,  my  co¬ 
workers,  because  the  happier  you  act,  the  better  you 
feel.”  The  resolution  of  a  Kentuckian  is  "to  remember 
people's  names  and  make  a  point  of  calling  them  by 
name.”  A  sales  secretary,  who  aims  to  be  the  friendli¬ 
est  and  most  courteous  person  in  the  office,  said, 
"I'm  going  to  show  more  appreciation  to  those  who 
do  favors  for  me,  no  matter  how  small  the  favor.” 


One  woman  (bless  her  heart)  is  going  to  put  these 
Bulletins  into  a  binder  and  pass  it  around  for  others 
to  read,  "hoping  that  this  will  help  conditions.  The 
Bulletins  surely  have  helped  me  to  understand  things 
better.” 

Scaling  a  Paper  Mountain 

Filing  is  another  bugaboo  that  will  be  cut  down  to 
size.  As  an  Ohio  secretary  pointed  out,  "Even  short 
periods  of  neglect  in  this  department  can  lead  to 
many  wasted  moments.”  One  panelist  reported,  "My 
resolution  for  1961  will  be  to  concentrate  on  our  filing 
system  and  ways  to  improve  it.  Time  spent  on  other 
duties  will  have  to  be  cut  down  to  allow  for  filing.” 

Another  woman  will  "do  previous  day's  filing  first 
thing  in  the  morning,  rather  than  let  it  pile  up  into 
mountains  and  pray  that  the  boss  will  go  away  for  a 
week  or  two,  so  that  the  filing  can  be  done.  This 
may  mean  coming  in  early  upon  occasion.” 

The  Search  for  Knowledge 

More  company  and  product  knowledge  is  an  aim 
shared  by  many.  A  Chicagoan  said,  "I  am  going  to 
learn  our  products  and  all  the  jobs  here  backward 
and  forward.  This  will  be  a  tremendous  help.”  An¬ 
other  secretary  has  resolved  "to  learn  one  new  skill 
or  facet  of  the  business  which  will  help  my  supervisor 
have  more  time  for  things  that  I  can't  handle.  This 
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‘‘I’!!  have  it  straight  in  a  minute,  gentlemen.  I'm 
going  to  pull  out  all  the  plugs  and  start  over  again,” 


doing  well  whatever  you 


year,  I  will  concentrate  on  preparation  of  budgets 
and  financial  reports."  A  head  billing  clerk  wants  to 
learn  "more  about  pricing  and  the  laws  governing 
price  control." 

"To  keep  abreast  of  recent  developments  in  the 
trade,"  a  Denver  secretary  will  "read  one  trade 
magazine  or  current  product  brochure  per  night." 
An  oil-company  employee  will  "declare  a  dividend 
on  the  job"  with  better  reading  habits,  a  night  course 
or  other  study  on  subjects  related  to  the  job  and  the 
industry." 

This  overall  resolution  was  made  by  a  Baltimore 
executive  secretary:  "To  keep  learning  from  every 
possible  source — books,  newspapers,  travel,  other 
people,  and  the  free  study  courses  offered  by  my 
NSA  chapter." 

Knowledge  will  be  shared  as  well  as  received.  An 
Ohio  secretary  is  the  only  girl  in  her  office  who  can 
guote  insurance  rates  and  process  papers  on  claims. 
"I  would  like  to  teach  at  least  one  girl  the  complete 
procedure  so  that  the  work  would  not  be  disrupted 
in  case  of  illness  or  accident." 

The  Boss's  Second  Mind 

Being  more  helpful  to  the  boss  is  a  common  desire. 
A  dean's  secretary  has  decided  "to  handle  more  of 
the  'little  things'  and  thus  lighten  my  boss's  load." 
Others  will  strive  to  "use  more  discretion  to  keep  the 
boss's  secrets  secret"  or  "notice  the  extras  that  need 
to  be  done,  and  develop  powers  of  observation  and 
initiative."  An  Indiana  secretary  said,  "Because  my 
boss  is  from  England  and  wants  to  go  back  for  a 
vacation,  I  resolve  to  be  so  dependable  that  he  can 
feel  the  trip  is  possible." 

The  whole  idea  was  summed  up  by  a  California 
secretary:  "To  work  conscientiously  at  being  the  kind 
of  secretary  I  would  appreciate  if  I  were  the  boss — 
someone  who  is  pleasant,  cheerful,  tactful,  efficient, 
prompt." 

Personality  traits  evoked  specific  "reforms"  that 
will  make  life  pleasanter  for  the  bosses  and  co¬ 
workers.  A  senior  personnel  clerk  has  vowed,  "I  will 
not  lose  my  temper  (as  often)  and  will  be  aware  of 
the  stressful  period  when  others  are  apt  to  lose  theirs." 
To  remain  "cool,  calm,  and  collected,  even  if 
5:00  p.m.  rolls  around  and  I'm  not  half  through  with 
my  work,"  is  the  objective  of  an  Alabama  woman. 
"Sometimes,  I  rush  around  like  a  cyclone  trying  to 
do  little  things  that  aren't  urgent.  I'll  try  to  leave 
some  of  these  for  the  next  day."  A  Canadian  in  a 
one-girl  office  has  resolved,  "To  accept  cheerfully 
all  work  given  to  me,  no  matter  how  much  or  at  what 
time  of  day."  To  stunt  the  growth  of  the  office  grape¬ 
vine,  one  reader  tried  this:  "Our  lunch  periods  were 
becoming  strictly  gossip  sessions,  so  I  have  started 
studying  at  noon.  It's  fun.  I'm  learning  something 
new,  and  I  am  breaking  a  bad  habit." 


We've  Got  to  Get  Organized 

One  reason  why  work  organization  is  essential  was 
pointed  out  by  a  secretary  from  Oregon.  "My  resolu¬ 
tion  is  to  keep  my  work  current  so  that  if  I  were 
replaced  tomorrow,  I  wouldn't  have  to  make  excuses 
for  things  left  undone." 

"No  more  procrastinating"  is  the  battle  cry  of  a 
president's  secretary.  She  has  resolved  "to  get  the 
small  jobs  out  of  the  way  and  then  plow  right  into 
the  projects."  Another  woman  will  save  time  by 
keeping  her  coffee  break  within  the  15  minutes 
allotted.  "I  will  keep  my  desk  top  cleared  of  all 
papers  and  tools  not  needed  for  the  job  immediately 
at  hand"  is  one  secretary's  resolution. 

A  Denver  panelist  is  determined  '  'to  organize  more 
tightly  my  work  and  the  time  it  reguires.  Thus,  I 
won't  lag  in  my  work  when  unexpected  conferences 
or  correspondence  come  up."  At  the  end  of  each 
day,  a  Dallas  reader  will  "list  the  most  important 
things  to  do  the  next  day,  in  the  order  of  their  impor¬ 
tance.  Then  I  will  start  the  day  by  doing  'first  things 
first.'  " 

Accuracy  vs.  Speed 

Accuracy  will  be  the  watchword  for  several  work¬ 
ers.  A  West  Coast  woman  will  "continue  in  my  effort 
to  do  a  job  right  the  first  time,  thereby  saving  time 
and  effort  for  my  supervisor  and  myself."  A  secretary- 
receptionist  has  decided  to  "slow  down  a  little  on 
rush  jobs,  even  if  it  means  overtime.  Ninety-nine  per¬ 
cent  of  my  mistakes  are  made  on  rush  work.  Tm  sure 
that  my  bosses  prefer  accuracy  to  speed,  even  on 
jobs  that  should  be  done  'yesterday.'  " 

To  "think  before  going  ahead  with  routine  work" 
will  be  the  code  of  a  Wisconsin  girl.  She  recalled  the 
old  saying,  "Why  is  inere  always  time  to  do  a  job 
over,  but  never  enough  time  to  do  it  right  the  first 

time.  ^  Groove? 

A  secretary  will  try  to  "accept  changes  better.  I 
always  make  the  changes  with  reservations,  then  find 
that  they  are  for  the  better."  Two  women  felt  that 
repeating  a  famous  prayer  might  help  achieve  this 
goal:  "God  grant  me  strength  to  change  for  the  better 
those  things  which  I  can,  the  courage  to  accept  those 
I  cannot  change,  and  the  wisdom  to  know  the 
difference." 

Economy,  both  company  and  personal,  is  another 
target.  In  Missouri,  the  "show  me"  state,  a  reader 
hopes  for  "patience  to  fully  cooperate  with  my  com¬ 
pany's  expense-reduction  program,  about  which  I 
have  serious  reservations."  Another  woman  will 
"drop  out  of  the  weekly  check  pool,  to  cut  down 
unnecessary  expenses." 

Keeping  office  and  personal  affairs  separate  is  the 
wish  of  two  women.  One  will  try  "leaving  my  personal 
troubles  neatly  bundled  at  the  office  doorstep  in  the 
morning,  picking  them  up  on  the  way  home."  The 
other  girl  has  resolved  "not  to  take  my  job  so  seriously 


that  I  carry  it  with  me  when  I  leave.  Too  often,  I  mull 
it  over  at  day's  end,  and  I  do  not  face  the  next  morn¬ 
ing  with  as  much  enthusiasm." 

Several  resolutions  were  unique.  One  was  to  "find 
out  all  I  can  about  creative  thinking  and  to  use  the 
solo  brainstorming  idea."  "To  speak  and  act  as  if 
everything  I  do  is  a  genuine  pleasure"  was  another. 
The  third  may  inspire  all  resolution-makers:  "To 
forget  the  mistakes  of  the  past  and  press  on  to  greater 
achievements  of  the  future."  Finally,  a  New  Jersey 
secretary  suggested  for  1961,  "A  king-size  bottle  of 
Bufferin,  comfortable  walking  shoes — and  full  speed 
ahead!" 

The  Mailbag 

"Ask  and  Ye  Shall  Receive" 

Backing  sheets  with  tongue  slots,  such  as  Miss 
Hourihan  inquired  about  (November  15  issue),  can 
be  obtained  from  Codo  Manufacturing  Corporation, 
564  West  Monroe  Street,  Chicago,  Illinois.  If  your 
company  deals  with  Codo,  the  salesman  will  be  glad 
to  supply  these  sheets  free  of  charge. — Irene  A.  Noch, 
Chicago,  Illinois 
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In  answer  to  Miss  Hourihan' s  request,  I  have  a 
"paper-strate,"  which  works  fine.  I  received  mine 
from  Western  Union  Telegraph  Company. — Anna 
Mae  Pullo,  Pompano  Beach,  Florida 


A  New  Year  for  the  Bulletin 

This  issue  marks  the  first  anniversary  of  "From 
Nine  to  Five."  According  to  the  1960  Index  which 
accompanies  it,  we  have  covered  a  lot  of  ground,  and 
we  hope  to  cover  more  this  year.  Our  "birthday" 
wish  for  the  Bulletin  is  that  the  heart-warming  re¬ 
sponse  from  readers  will  continue.  Letters  to  "The 
Mailbag"  column  are  one  example.  Another  is  the 
fine  cooperation  of  Readers  Panel  members,  who  have 
supplied  such  interesting  material.  The  entries  in 
Bulletin  contests  are  gratifying,  too,  both  in  quantity 
and  quality. 

Readers  have  also  sent  ideas  for  contests  or  articles, 
tips  and  shortcuts,  some  nice  testimonials,  their 
favorite  slogans,  and  Christmas  greetings.  It  also  was 
rewarding  to  hear  from  fellow  NSA  members  who 
read  the  Bulletin  and  to  meet  some  of  them  at  NSA 
gatherings.  One  woman  wished  there  were  a  similar 
publication  for  men.  A  Canadian  accountant  with  a 
wonderful  sense  of  humor  mailed  his  takeoff  on  one 
issue. 

The  free  "Bright  Filing  Ideas"  booklet  offer  brought 
250  requests.  Our  supply  ran  out,  but  another  ship¬ 
ment  is  on  the  way,  to  be  distributed  as  soon  as 
possible.  About  50  readers  ordered  "The  Gold  Mine 
Between  Your  Ears,"  which  they  will  receive  shortly 
— and  thanks  to  Marie  Borgia  of  Batten,  Barton, 
Durstine  and  Osborn  for  giving  our  readers  the  bulk 
discount. 


SfS  *  * 

Re  the  backing  sheet  with  tongue  slot,  using  the 
flap  of  an  envelope  does  the  trick  beautifully! — 
Susanna  I.  Feliciano,  Belmont,  California 

Margaret  Wittig  also  suggested  using  an  envelope, 
and  others  sent  information  about  Codo — Marguerite 
Fisher,  Frances  S.  Franzmeier,  Edna  R.  Meyer,  Grace 
E.  Patterson,  Dolores  M.  Pauley.  Both  A.  Olshansky 
and  Betty  Pryor  sent  sample  sheets  to  be  forwarded 
to  Miss  Hourihan. 

Mr.  Bernie  Minton,  Chicago  branch  manager,  Kee 
Lox  Manufacturing  Company,  dropped  in  with  sam¬ 
ples  of  its  Loxem  Carbon  Holder.  This  sheet  is  availa¬ 
ble  from  its  48  branch  offices  or  company  head¬ 
quarters,  Rochester  1,  New  York. 


And  a  special  thank-you  to  Mrs.  Mary  V.  Loomis 
of  IBM  Corporation,  Endicott,  New  York,  for  inviting 
us  to  talk  to  women  employees  there  and  to  the  Triple 
Cities  Chapter  of  NOMA  last  month.  The  pride  IBM 
folks  have  in  their  company  confirmed  our  conviction 
that  an  office  job  can  be  an  exciting  and  stimulating 
career  when  a  woman  is  interested  in  her  work  and 
her  company  is  interested  in  her  progress.  That  com¬ 
bination  is  hard  to  beat — and  it  makes  this  Bulletin 
possible. 

So,  to  the  bosses  who  subscribe  to  "From  Nine  to 
Five,"  and  to  the  women  who  read  it,  we  promise  to 
make  it  as  helpful  and  interesting  as  we  can.  Hope 
you  all  look  forward  to  receiving  the  Bulletin  as  much 
as  we  look  forward  to  hearing  from  you! 

Sincerely, 


Thanks  to  all  of  you  for  lending  a  helping  hand. 


Marilyn  French,  Editor 
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